Downloading/Printing from VMware/Onbase

When using VMware/Onbase you will need to save the document to your computer before you are able
to print. | recommend creating a folder on your desktop to easily find your downloads (you can name
this whatever you want, for my purposes | have named the folder VMware DL-Test).

805 AM
5/5/2021

Next you will need to make sure that when you installed the program you clicked “yes” to enable
sharing when you were prompted. If you didn’t, you can turn on sharing by clicking the “options”
dropdown at the top of the screen, then choosing “share folders” from the drop-down menu.
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Once you are on the correct screen, make sure that under Folder/Drive it has your computer name
listed, and all 4 of the box’s are checked.
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Now that your computer is sharing we can start downloading files. Even if you aren’t printing, it is
suggested that you save the file for later viewing. Each time a document is opened you will be charged
for 1 view. If you close the document and reopen it later, you will be charged again for a separate view.

For this next part | will show you two different documents pulled from Coins and Onbase.



Here is a Tax Roll Master Record | pulled in Coins. After hitting the first Print/Scan icon you will come to
a screen like the one shown below. At the top left of the screen there are multiple icons for printing. |
typically use the “PDF’ icon but any will work.
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DUCHESNE COUNTY CORPORATION
May 5, 2021 Tax Roll Master Record 7:57:55AM
Parcel: 00-0000-0103 Serial ¥ AL-0010 Entry. 430826
Name: KINGS PEAK ENTERPRISES LTD
clo Mame: G S ELECTRIC INC Property Address
Address 1: PO BOX 116 15514 W 4000 N
Address 2. ALTAMONT
City State Zip:  ALTAMONT UT 84001-0162 Acres: 118
Mortgage Co:
Status:  Active vear: 2021  District 001 ALTAMONT CITY 0.014498
Owners Interest Entry  Date of Filing Comment
KINGS PEAK ENTERPRISES LTD 420826 12282010 (ADBINIOZ14)
2021 Values & Taxes 2020 Values & Taxes
Property Information Unitsiicres  Market Taxable Taxes Market Taxable Taxes
BCD2 OFFICE 0.00 72885 108379 72,884 2 1,083.79
BCOT INDUSTRIALMANUFACTURING 0.00 1,240 51 85,583 1,240.51
LCOT LAND COMMERCIAL IMPROVED 118 33,800 48713 33,801 45713
Totals: TiE i5ET0 278173 EEEE) EEERE
Property Type Year Built _ Square Footage  HBasement Size Building Type
BC02 OFFICE 1343 852 Frimary Residence

It will then take you to a screen showing where you are saving the document to. From there you want to
make sure the document is saving to your computer, and not to the virtual desktop. Your file destination

will start with “This PC.”
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Next you will choose “Network Drive (Z:).” That is your computer. Drop down that file destination with
the arrow next to the drive and then find your Desktop. Double-click on “Desktop” then choose your

preferred destination for the download. This is why | suggested creating a folder on your desktop. | will
be saving to that location.
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If you are printing a document from Onbase, the only difference is that instead of clicking the print icons
in the upper left side of the screen, you’ll have a screen like this.
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After clicking the print icon, it will give you a printer option, choose to save it as a PDF.
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After that it is the same process to save the document.



